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Ministry of Foreign Affairs of Denmark
May 2017
Introduction 
Thank you for your interest in applying for support from Danida Market Development Partnerships. 
As specified in the Guideline for Danida Market Development Partnerships, the application process is divided into two stages. This Application Form concerns the Concept Note stage. Only applicants successful at the concept note stage will be invited to submit a full project proposal. 
Please note that the application must be submitted by the non-commercial partner responsible for administrating the project on behalf of all partners of the partnership consortium (the administrative partner). 
During assessment of the Concept Notes, the Ministry of Foreign Affairs may request further documentation on the financial situation etc. of the partners.
You are welcome to contact the Department for Growth and Employment, Ministry of Foreign Affairs, if you have questions concerning the Guidelines and Application Form. However, the Ministry will not be able to provide guidance concerning the formulation of the concept note as this would constitute a conflict of interest in connection with our assessment of applications. 
This Application Form must be used when applying for support in order to facilitate management and assessment of applications. The Ministry reserves the right to reject applications that do not conform to the Guidelines and Application Form.
Checklist for submitting your application:
· Make sure all sections are filled in
· Date and sign the application. All partners in the consortium at concept stage must sign the application.
· Attach c.v. for key staff 
· Attach the annual audited report for the most recent financial year of the administrative partner as well as the business partner
· Scan all documents into one pdf document
· Submit the application document to vbe@um.dk before the deadline
Department for Growth and Employment
[bookmark: _GoBack]vbe@um.dk 
· 
Section 1: Project partners
A: ADMINISTRATIVE PARTNER
(Non-commercial partner responsible for project administration)
	Contact details

	Organisation name
	

	Legal status
	

	Address
	

	Telephone 
	

	e-mail
	

	Webpage 
	

	Project Manager
	

	Telephone
	

	e-mail
	

	Bank details
	

	Key figures 

	DKK million
	Most recent year
	Most recent year -1
	Most recent year -2

	Turnover
	
	
	

	Profit after tax
	
	
	

	Equity
	
	
	

	Number of full time employees 
	
	
	

	Development of key financial figures, human resources and expected development

	Please comment on economic and human resource standing, relevant experience from and relations in the project country, and briefly describe expected developments. (maximum ½ page)


	





	

About the partner

	Vision, mission, history, status, core business, strategic interest in project, relevant international experience, etc. (maximum 1 page)

	










B: KEY COMMERCIAL PARTNER

	Contact details  

	Company name
	

	Legal status
	

	Address
	

	CVR number
	

	Accounting Class[footnoteRef:1] [1:  For Danish commercial partners, Lov om erhvervsdrivende virksomheders aflæggelse af årsregnskab mv. (årsregnskabsloven)] 

	

	Telephone 
	

	e-mail
	

	Webpage 
	

	Project Responsible
	

	Telephone
	

	e-mail
	

	Key figures 

	DKK million
	Most recent year
	Most recent year -1
	Most recent year -2

	Turnover
	
	
	

	Profit after tax
	
	
	

	Equity
	
	
	

	Number of full time employees 
	
	
	

	Development of key financial figures and expected development

	Please comment on economic and financial standing and briefly describe expected development of your company. (maximum ½ page)


	




	

About the partner

	Vision, mission, history, status, core business, strategic interest in project, relevant international experience, etc. (maximum 1 page)

	










C: OTHER NON-COMMERCIAL PARTNER(S)
(Optional, if more partners, copy table and fill in for all)
	Contact details

	Company name
	

	Legal status
	

	Address
	

	CVR number
	

	Accounting Class[footnoteRef:2] [2:  For Danish commercial partners, Lov om erhvervsdrivende virksomheders aflæggelse af årsregnskab mv. (årsregnskabsloven)] 

	

	Telephone 
	

	e-mail
	

	Webpage 
	

	Project Responsible
	

	Telephone
	

	e-mail
	

	

About the partner

	Vision, mission, history, status, core business, strategic interest in project, relevant international experience, etc. (maximum 1 page)

	










D: Other commercial partner(s)
(Optional, if more partners, copy table and fill in for all)
	Contact details

	Organisation name
	

	Legal status
	

	Address
	

	Telephone 
	

	e-mail
	

	Webpage 
	

	Project Responsible
	

	Telephone
	

	e-mail
	

	

About the partner

	Vision, mission, history, status, core business, strategic interest in project, relevant international experience, etc. (maximum 1 page)

	














Section 2: Project presentation
	

Project Title

	Short project title including name of country in which the project will take place (maximum 80 characters)


	




	

Project Summary

	Summary of the project. Maximum 10 lines. Include both development objective and supporting commercial objective and clear indication of how the project contributes to SDG8.


	









	Project description 

	Maximum 8 pages. 
Concept Notes will be assessed in a “light” version, with acceptance of less information regarding some of the more specific assessment criteria listed below. 


	Background and context
	The background could include: description of the context in which the project will operate; opportunities that exist of relevance to the partnership project; challenges within the partner country that the project addresses; coherence with national policies and strategies; status of the enabling business environment; description of how the project came about etc.


	Project objective 
	Describe overall development objective of the project – what long term impact will the project contribute to; what is the vision of the project in a 5-10-15 years outlook; How does the project contribute to SDG8 and which other SDG(s) does the project contribute to? How does the project’s business case contribute to the overall development objective of the project? 


	Project description and theory of change 

	Describe the Theory of Change and intervention logic for the project – what desired changes will the project lead to and how?  

Describe the implementation strategy of the project including description of the intended beneficiaries and target groups, other stakeholders etc. 


	Project outcomes and results framework[footnoteRef:3] [3:  Reference is made to Danida’s results framework which must be used to present the project results framework. At concept note stage it is accepted that the results framework is presented in a preliminary form (e.g. without specific targets and baselines) and that further refinement will take place during development of full project proposal. ] 

	Present the expected outcomes that the project will deliver within the project period; Which outputs do you envisage for the project? What are expected key results and key preliminary indicators? 

Please also fill in Annex 1


	Additionality of Danida’s support
	How does Danida’s support contribute to achieving the development objectives of the project? And why is it required?


	Organisation and management
	Describe the roles of the partners within the partnership including key contributions.  
If partners in the partner country are not identified, describe intended partners (or types of partners) at country level, and their roles in the project. 

Describe overall project organisation and management; envisaged governance arrangements etc. 
    

	Project monitoring

	Describe how project monitoring will be carried out and by whom

	Responsible Business Conduct
	What policies and standards in relation to responsible business conduct will be applied by the partnership? Briefly describe the due diligence procedures during project preparation and implementation. How will compliance with the relevant international frameworks and standards be monitored? How will the project address potential negative impact in the areas of human rights incl. gender equality, labour rights and on the environment. Will the positive generate any positive effects in these areas? 


	Major risks[footnoteRef:4] [4:  Reference is made to Danida’s risk management guidelines and tool which must be used to present the project risks management framework. At concept note stage it is accepted that the risk management framework is presented in a preliminary form indicating major risks and possible mitigating measures and that further refinement will take place during full project development. 
   ] 

	Describe key risks (contextual, programmatic and institutional) incl. e.g. risks related to the partnership and the business venture. 
An initial risk assessment of potential negative impacts in the areas of human rights, labour rights, environment and anti-corruption should be included. 

Please also fill in Annex 2


	Communication
	Describe how project activities and results will be communicated to the general public, including in Denmark.


	Project sustainability and exit
	Expected sustainability of the proposed project, including commercial viability and potential for scale up; constraints envisaged and actions to overcome these. 


	Project costs and financing (DKK)
	Present total project cost and expected contribution from Danida. Indicate how the partnership consortium’s own contribution of minimum 25% will be covered. Indicate if the project is supported by other donors (or if parts of possible non-eligible project costs are covered from outside sources). Fill out the budget template in Section 4.


	Time frame
	Indicate expected time frame of the project 





Section 3: List of project staff
	Key staff 

	Non-commercial partner staff

	Name
	Title
	Responsibility

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Company staff:

	Name
	Title
	Responsibility

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Please list key staff that will be engaged in the project and attach their C.V.s.: CV format is included in Annex 3.

Section 4: Budget estimate
	Simple budget format

	
	Partner consortium contribution (min 25%)
DKK
	Danida contribution (max 75%)
DKK
	Total project cost
DKK

	Project preparation
	
	
	

	Non-commercial partner (staff time and travel)
	
	
	

	Commercial partner (staff time and travel)
	
	
	

	Other costs (e.g. local experts for studies)
	
	
	

	0. Total project preparation budget
	
	
	

	
	
	
	

	Project proposal
	Partner consortium contribution (min 25%)
DKK
	Danida contribution (max 75%)
DKK
	Total project cost
DKK

	
	Commer-cial partner(s)
	Non-commercial partner(s)
	
	

	1. Main project outputs 1-5
	
	
	
	

	   Output 1: name
	
	
	
	

	   Output 2: name
	
	
	
	

	   Output 3: name
	
	
	
	

	   Output 4: name
	
	
	
	

	   Output 5 Communication
	
	
	
	

	2. Local administration
	
	
	
	

	3. Project monitoring
	
	
	
	

	4. Auditing 
	
	
	
	

	5. Budget margin (max. 5% of 1-4) 
	
	
	
	

	6. Project expenses in total 
	
	
	
	

	Danida share of the project (based on 1-6)
	

	7. Administration (7%)
	
	
	
	

	8. Grand Total (incl. preparation)
	
	
	
	




During the Development of the full project proposal, budgets should provide further details at activity level allowing assessment of the cost efficiency of the proposed project in relation to project results and outcome.

Notes to budget lines:
1. Partners may apply for Danida contribution to project preparation (on reimbursable terms). This amount is calculated within the maximum of DKK 8 million. A maximum of 75% of the preparation costs, or DKK 500,000, can be covered by the Danida contribution. Costs of commercial partners are not covered by this contribution but may be included as in-kind contribution of the consortium.
2. Project activities comprise inputs from the consortium partners (commercial and non-commercial) in terms of staff time; inputs from other service providers (incl. international and local consultants), travel costs, and any other costs related to direct project implementation. Danida contribution to output related to communication may be maximum DKK 200,000.
Investments may include minor purchases, materiel, ICT, minor equipment for demonstration etc.

3. In light of the possibility to include up to 80% overhead on hours and the 7% administration fee only very few and exceptional costs are foreseen in the budget line Local administration costs, which may however include direct costs incurred by partners related to project implementation.

4. Project monitoring may include staff time and travel costs for key partners monitoring of project activities.  

5. Auditing should take place yearly as well as at the end of the project period.

Please read carefully the administrative guidelines for Danida Market Development Partnerships for further information on budget issues and costing as well as rules for using partner organisations’ full time staff in relation to project implementation and monitoring (in particular re. activity specific Technical Assistance).


	Example of composition of project budget

	A partnership consortium consisting at the concept stage of one civil society organisation (administrative partner) and one commercial partner apply for support to a partnership project in a partner country. They plan to include further partners at national level, carry out capacity development activities and undertake minor investment. The project budget overall amounts to appr. DKK 8 million. They apply for a grant of 5.8 million from Danida (corresponding to 72%). Within this grant, they apply for a project preparation grant of DKK 450,000.


	
	Partner consortium contribution (min 25%)
DKK
	Danida contribution (max 75%)
DKK
	Total project cost
DKK

	Project preparation
	
	
	

	Non-commercial partner (staff time and travel)
	
	330,000
	

	Commercial partner (staff time and travel)
	150,000
	
	

	Local experts for studies
	
	120,000
	

	0. Total project preparation budget
	150,000
	450,000
	600,000

	
	
	
	

	Project proposal
	Partner consortium contribution (min 25%)
DKK
	Danida contribution (max 75%)
DKK
	Total project cost
DKK

	
	Commer-cial partner(s)
	Non-commercial partner(s)
	
	

	1. Main project outputs
	
	
	
	

	   Output 1
	300,000
	30,000
	1,000,000
	1,330,000

	   Output 2
	400,000
	150,000
	980,000
	1,530,000

	   Output 3
	550,000
	62,500
	1,500,000
	2,112,500

	   Output 4
	100,000
	180,000
	447,500
	727,500

	   Output 5: (Communication)
	50,000
	
	150,000
	200,000

	2. Local administration
	
	20,000
	200,000
	220,000

	3. Project monitoring
	50,000
	50,000
	150,000
	250,000

	4. Auditing 
	
	
	240,000
	240,000

	5. Budget margin (max. 5% of 1-4) 
	
	
	343,000
	343,000

	6. Project expenses in total 
	
	
	5,010,500
	6,953,000

	Danida share of the project (based on 1-6)
	72%

	7. Administration (7%)
	
	
	350,735
	350,735

	8. Grand Total (incl. preparation)
	
	
	5,811,235
	7,903,735





Section 5: Project preparation  
This section provides formats for applying for Danida support for the preparation of a full project proposal. Danida may cover up to 75% of preparation costs. The amount that the partners may apply for is maximum DKK 500,000. This support will only be granted to applicants successful at the concept note stage that are invited to submit a full project proposal. 
The grant will be provided on a reimbursement basis after approval of full project proposal. 
	Time Schedule for preparatory process

	State the milestones for the preparation activities, for example visits to the partner country, stakeholder workshops, etc.

	Dates
	Activity and partner involvement
	Intended outcome

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



	BUDGET for project development phase

	
	Travel hours
	Activities hours
	Rate DKK
	Total budget DKK
	Danida Contribution  
DKK


	Non-commercial partner(s)

	Name
	
	
	
	
	

	Name
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Commercial partner(s)

	Name
	
	
	
	
	

	Name
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Other costs

	External consultants
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Total
	
	

	Reimbursement (max 75 %)
	
	



The fixed maximum hourly rates in DKK for the project preparation phase are as follows:

1. Staff of non-commercial partner(s) including travel		  850
2. International Consultant fee including travel		1.275
3. Local Consultant fee excluding travel	 	850
4. Preparation and completion		   425

The maximum number of hours per day is 8 hours and 40 hours per week. In addition, international travel time may be included in the budget with a maximum of 8 hours per day.

Commercial partners are required to pay for their own participation in project development, which can be included as the Consortium’s own contribution in the above budget. 

The fixed hourly rate is based on information from Statistikbanken and rounded up to DKK 425 to cover salary costs. The rate is multiplied by two to cover travel and accommodation expenses. The rate for consultants includes 100 % overhead. 

Reimbursement of the project preparation grant
As a precondition for reimbursement of costs related to project preparation the partner responsible for project administration must document that the project preparation phase has been carried out in accordance with the approval by the Ministry of Foreign Affairs. The full Project Proposal will serve as the main documentation for completion of the project preparation.
The grant must be included in the audited accounts for the first financial year of the project and presented to the DMFA for approval as described in the Audit section of the Administrative Guidelines. 

The full Project Proposal and the Request for Reimbursement must be submitted to the Ministry of Foreign Affairs, Department for Growth and Employment by e-mail to vbe@um.dk as one pdf document.
The Request for Reimbursement can be downloaded from this link


Annex 1: Preliminary results framework 
This is the format that will be used for the individual projects’ results framework. At concept note stage it is acceptable that not all details related to yearly targets are defined.

	Project title
	

	Project objective
	[The intended impact contributing to benefit to a society or community]

	Impact Indicator
	[Make direct reference to applicable SDGs]

	Baseline
	Year
	[Situation prior to engagement activities]

	Target
	Year
	[Intended situation by the end of project]


	

	Outcome(s)
	[The short-term and medium term effects of the outputs on the target group]
Possible to formulate separate outcomes on development interventions and business case (business case will always be in support of development interventions!)

	Outcome indicators
	[Quantitative or qualitative factor or variable that provides a simple and reliable means to measure achievement or to reflect the changes connected to an intervention] 
1. Employment (decent jobs) for women, men and youth
2. Beneficiaries reached and creation of sustainable income opportunities
3. Viability of the project’s business case (long-term sustainability)
4. Awareness of responsible business conduct and capacity to work with RBC in the partnerships
5. Investment leverage (additional capital raised)
6. Project specific indicators

	Baseline
	Year
	[Situation prior to engagement activities]

	Target
	Year
	[Intended situation by the end of engagement (phase)]

	

	Output 1:
	[Short-term result which is the direct output of the activities carried out]

	Output indicator
	[Quantitative or qualitative factor(s) or variable(s) that provides a simple and reliable means to measure achievement or to reflect the changes connected to the intervention] 

	Baseline
	Year
	[Situation prior to activities]

	Annual target
	Year 1
	[Intended situation after first year of implementation]

	Annual target
	Year 2
	[Intended situation after two years of implementation]

	…
	…
	
	…

	Target
	Year 
	[Intended situation when activities end]

	


	Output 2:
	[Short-term result which is the direct output of the activities carried out]

	Output indicator
	[Quantitative or qualitative factor(s) or variable(s) that provides a simple and reliable means to measure achievement or to reflect the changes connected to the intervention] 

	Baseline
	Year
	[Situation prior to activities]

	Annual target
	Year 1
	[Intended situation after first year of implementation]

	Annual target
	Year 2
	[Intended situation after two years of implementation]

	…
	…
	
	…

	Target
	Year 
	[Intended situation when activities end]

	

	Output 3:
	[Short-term result which is the direct output of the activities carried out]

	Output indicator
	[Quantitative or qualitative factor(s) or variable(s) that provides a simple and reliable means to measure achievement or to reflect the changes connected to the intervention] 

	Baseline
	Year
	[Situation prior to activities]

	Annual target
	Year 1
	[Intended situation after first year of implementation]

	Annual target
	Year 2
	[Intended situation after two years of implementation]

	…
	…
	
	…

	Target
	Year 
	[Intended situation when activities end]

	

	Output 4:
	[Short-term result which is the direct output of the activities carried out]

	Output indicator
	[Quantitative or qualitative factor(s) or variable(s) that provides a simple and reliable means to measure achievement or to reflect the changes connected to the intervention] 

	Baseline
	Year
	[Situation prior to activities]

	Annual target
	Year 1
	[Intended situation after first year of implementation]

	Annual target
	Year 2
	[Intended situation after two years of implementation]

	…
	…
	
	…

	Target
	Year 
	[Intended situation when activities end]

	

	Output 5:
	[Short-term result which is the direct output of the activities carried out]

	Output indicator
	[Quantitative or qualitative factor(s) or variable(s) that provides a simple and reliable means to measure achievement or to reflect the changes connected to the intervention] 

	Baseline
	Year
	[Situation prior to activities]

	Annual target
	Year 1
	[Intended situation after first year of implementation]

	Annual target
	Year 2
	[Intended situation after two years of implementation]

	…
	…
	
	…

	Target
	Year 
	[Intended situation when activities end]

	







4

[bookmark: _Toc444504188][bookmark: _Toc444504250]Annex 2: Risk Management Framework
Below is the risk management framework which will be further specified when preparing the full project proposal. The matrix includes a few leads on risk factors that may be included (but not an exhaustive list). Please refer to the following link and website for further information http://amg.um.dk/en/Technical-guidelines/guidelines-for-risk-management/   
Contextual risks
	Risk Factor
	Likelihood
	Background to assessment of likelihood
	Impact
	Background to assessment to potential impact
	Risk response
	Combined residual risk

	Macro-economic instability
	Possible responses:
Likely or unlikely
	
	Possible responses: Minor, Medium or Major
	
	 
	Possible responses: 
Minor, 
Medium or 
Major


	Change in government leading to a change in priorities and policies (political risks).
	
	
	
	
	
	

	Potential regional threats to security and safety in XX
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	






Programmatic Risks 
	Risk Factor
	Likelihood
	Background to assessment of likelihood
	Impact
	Background to assessment to potential impact

	Risk response
	Combined residual risk

	Lack of interest and/or capability of partners/authorities/ other stakeholders 
	Possible responses:
Likely or unlikely
	
	Possible responses: Minor, Medium or Major
	
	 
	Possible responses: 
Minor, 
Medium or 
Major


	Commercial failure of XXXX 
	
	
	
	
	
	

	Disagreement among project partners 
	
	
	
	


	
	

	Delays and lapses in the implementation of interventions.
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	





Institutional (reputational) Risks
	Risk Factor
	Likelihood
	Background to assessment of likelihood
	Impact
	Background to assessment to potential impact

	Risk response
	Combined residual risk

	Violation of human rights and occupational safety and health standards 
	Possible responses:
Likely or unlikely
	
	Possible responses: Minor, Medium or Major
	
	 
	Possible responses: 
Minor, 
Medium or 
Major


	Misuse, corruption and fraud by participating partners or other project implementers. 
	
	
	
	
	
	





Annex 3: CV format for key staff 

	CURRICULUM VITAE
FORMAT

	PLEASE USE THIS OR SIMILAR FORMAT
MAXIMUM 3 PAGES


 

	PERSONAL INFORMATION



	Name
	
	[ SURNAME, other name(s) ]

	Address
	
	[ House number, street name, postcode, city, country ]

	Telephone
	
	

	E-mail
	
	



	Nationality
	
	



	Date of birth
	
	[ Day, month, year ]




	WORK EXPERIENCE


	
	• Dates (from – to)
	
	 [ Add separate entries for each relevant post occupied, starting with the most recent. ]

	• Name and address of employer
	
	

	• Type of business or sector
	
	

	• Occupation or position held
	
	

	• Main activities and responsibilities
	
	




	EDUCATION AND TRAINING



	• Dates (from – to)
	
	[ Add separate entries for each relevant course you have completed, starting with the most recent. ]

	• Name and type of organisation providing education and training
	
	

	• Principal subjects/occupational 
skills covered
	
	

	• Title of qualification awarded
	
	




	PERSONAL SKILLS
AND COMPETENCES
Acquired in the course of life and career but not necessarily covered by formal certificates and diplomas.
	
	



	MOTHER TONGUE
	
	[ Specify mother tongue ]



	OTHER LANGUAGES



	
	
	[ Specify language ]

	• Reading skills
	
	[ Indicate level: excellent, good, basic. ]

	• Writing skills
	
	[ Indicate level: excellent, good, basic. ]

	• Verbal skills
	
	[ Indicate level: excellent, good, basic. ]



	ORGANISATIONAL SKILLS 
AND COMPETENCES 
Coordination and administration of people, projects and budgets; at work, in voluntary work (for example culture and sports) and at home, etc.
	
	[ Describe these competences and indicate where they were acquired. ]



	TECHNICAL SKILLS 
AND COMPETENCES
With computers, specific kinds of equipment, machinery, etc.
	
	[ Describe these competences and indicate where they were acquired. ]



	OTHER SKILLS 
AND COMPETENCES
Competences not mentioned above.
	
	[ Describe these competences and indicate where they were acquired. ]



	ADDITIONAL INFORMATION
	
	[ Include here any other information that may be relevant, for example contact persons, references, etc. ]







